Instructions for Communications Advice Letter Related Filings

Table of Contents
A. Communications Carrier Advice Letter Submission INStructions...............ccccccvvvieiiiiiiiiiiiee e,

Step 1. Prepare the Advice Letter (AL) [Original or the Supplement] ... —————

R I U 4 T4 1Y o o o

1.2, COVEE SNEET ..ttt bbb bR s e bbb R e bR E b e e bR AR R R B E AR e bR R bR e bbbt

1.3, SUPPOTTING DOCUMENTS ...ocureuereureueeseeriusesssessessssessessssessessssessesssssssessesssatasesssasssesssesssesssasssesssssssesssssssesssssssesssssssesstssssessessssssssasssees

SteP 2. Prepare the SEIVICE LISt ...ttt s b s e st e st et e sannanne

B =] Vol =T [ TP PP PP

Step 3. Ensure documents follow these file NamMing cONVENTIONS ... seseaes

L0 O T o oY o - | PP

3.2. PDF/A COMPIIGNCE covureereesssesssmsessssssssssssssssssssssssssesssssesssssesssssasssssasssssassssssssssssssssesssssesssssesssssassssssssssesssssssssssssssssasssssssssssssssansss

3.3, Attachment file NAME fOIMAt.. s e e e e bbb bbb bRt

3.4, FIlE SIZE st sss bbb bbb bR R AR R b bR bR A bbb bR bR R R AR e

3.5, EMAil SUDJECE FOrMAt.ucrcrrreieissessisesessessssss s ses s s s s s s e

TS TR =1 4 =1 I oY Y 1Y 2T

Step 4. Submit the Advice Letter (or supplement) filing via @mail..........cooorcrrscsrsseerrere e seseaees

L Y oY1 01533 o o TP

A 0o oY1 0 T 1 1T o OO TP

B. Carrier Protest to Advice Letters and Response INSEructions ................cccccvviiiiiiii e

Step 1. Prepare the letter of protest or reply to a protest and service list...........ccoovnrnnnnnnn—.

1.1 Letter of protest and reply t0 @ PrOtESt . sssssssssssssssssssssssssane

Step 2. Prepare the SEIVICE LISt ...t s e s e e et annnne

000 Y Y Y o < | PR

Step 3. Ensure documents follow these file NaMing CONVENLIONS ..o

R N =T oY o - | TP

3.2. PDF/A COMPIANCE vttt tssssssss s ssesssssss s bessssssssssssssssssssass s essssssasssusssssssesassesssessssssasessnssssssesanssssesssnssassssnsaness

3.3, Attachment file NAME FOrMAt. bbb e e s bbb bbb bbb n e

R 1= TE < TTTTTTT

R TR TR =1 0 0 F= 11 I T ] = 4 e 3 - | OO

B TR =120 =11 I oo Yo L PP

Step 4. Submit the protest or response to protest Via @mail ... ssssssssases

g Y o1 0113 o T

L 1o Y oY1 0 - 1T o TP




A. Communications Carrier Advice Letter Submission Instructions

Step 1. Prepare the Advice Letter (AL) [Original or the Supplement]

1.1 AL Summary Form
Complete the AL summary form (in Portable Document Format (PDF) format and PDF/A compliant).
a. Acarrier’s AL filing must be numbered sequentially, beginning with number 1 for the
first AL filed. The carrier may send an email to TD._PAL@cpuc.ca.gov to verify or
request information about the next available number to be used in the AL filing.
b. Iffiling a supplement, use the same AL number of the original filing and affix the letter
“A”, “B”, “C” and so on after the number. e.g. AL5A [for the first supplement] or AL5C
[for the third supplement]
1.2. Cover Sheet
Complete the cover sheet for the AL filing (in PDF format and PDF/A compliant). Failure to submit a
complete AL cover sheet may result in Communications Division (CD) rejecting the AL filing. The AL
cover sheet must state in a narrative format the following:!
a. Date AL submitted to the CD
b. Date the AL is served to the appropriate parties
c.  Language that says “protest or response to the AL must be submitted to CD within 20
days of the AL’s date of submission and served on the carrier on the same day”
Requested effective date
Service(s) affected (if any) by the AL
f. CPUC orders, codes or other statutory provisions (by section) related to the substance
of the AL
1.3. Supporting Documents

Attach the supporting documents (in PDF format and PDF/A compliant) to the AL cover sheet.
Supporting documents vary by type and tier level of an AL. For example, a copy of the bond must be
included in an AL filing for performance bond compliance (Tier 1 AL).

Step 2. Prepare the service list

2.1. Service list

All AL filings (including supplements) must be served on the appropriate service list. The carrier

should use one of the following six service lists available at https://ia.cpuc.ca.gov/als|/getlist.aspx:
a. AL for changes in rates, terms and conditions of service, or new service

AL for eligible telecommunications carrier designation requests

AL for general rate case filings

AL for facility construction filings

AL for negotiated inter connection agreements pursuant to Industry Rule 8.1 and

contracts for tariffed services pursuant to Industry Rule 8.2

f. AL not fitting within the preceding categories

© oo o

1 G.0 96-B General Rule 4.6


https://ia.cpuc.ca.gov/alsl/getlist.aspx

Select the proper list, download and save it in Excel format. Use the Excel file to copy and paste
email addresses into email recipient field.

Convert the downloaded service list to PDF format and save. Include the PDF in the supporting
documents.

Step 3. Ensure documents follow these file naming conventions
3.1. PDF format
a. All AL/supplement files (AL summary form, cover sheet, service list, supporting
documents and supplement) must be submitted in PDF format.
b.  Exception: If submitting shapefiles or spreadsheets, carrier should submit both the
shape file/Excel file and a PDF copy.
3.2. PDF/A compliance
a. PDF/Ais a format that ensures long-term archiving and reproduction of PDF
documents. This ensures that PDF documents are accessible and secure for the long-
term.
b. For Adobe Acrobat, step by step directions on how to achieve PDF/A compliance can
be found here.? For Nitro, directions can be found here.?
3.3. Attachment file name format
a. For an Original AL filing:
i.  Combine (in this order) AL summary form, cover sheet, service list and supporting
documents into one PDF document.
ii.  Name the combined PDF file as:
[Utility Number] [Carrier Name] [AL Number]
e.g. 9999 XYZ Wireless AL5
b.  For an AL Supplement filing:
i.  Combine (in this order) AL summary form, cover sheet, service list and supplemental
documents into one PDF file.
ii.  Name the combined PDF file as:

[Utility Number] [Carrier Name] [AL # Letter] [Supplement]
e.g. 9999 XYZ Wireless AL5A Supplement

3.4. File size
a. Email size limitations

i.  Toensure delivery, CD is limiting the total file size per email to 5 MB.

ii.  If attachments exceed 5 MB, the carrier must split the attachment into at least two
files and send each file in a separate email. The total size of each email must be
below 5 MB.

iii.  If sending a multi-part email Indicate in the email’s subject that it is part of a multi-
part email (see 3.5 below).

2 https://helpx.adobe.com/acrobat/using/pdf-x-pdf-a-pdf.html
3 https://www.gonitro.com/user-guide/pro/article/create-a-pdf-a-file

3


https://helpx.adobe.com/acrobat/using/pdf-x-pdf-a-pdf.html
https://www.gonitro.com/user-guide/pro/article/create-a-pdf-a-file

If sending a multi-part email, the summary form and cover sheet should be attached
in the first email while the service list and supporting documents should be attached
to subsequent emails.

When it is not possible to send multi part emails, files will be accepted via sFTP.
Go to secure CPUC’s sFTP sited
If account has already been created, log in with credentials.
To set up a new account click ‘Need help signing in?’ and create user profile.
Once signed in, go to the “Mail” option (located on the left pane) and compose the
email. Do not create a new folder, use email option only.
Attach your data (drag and drop) to the email.

3.5. Email subject format

a.

C.
3.6. Email bo

For an Original AL filing:

[Utility Number] [Carrier Name] [AL Number] [If Confidential, Indicate Confidential]
[Part X of Y if Submitting Multi-Part Email]

e.g. 9999 XYZ Wireless AL5

e.g. 9999 XYZ Wireless AL5 Part 1 of 2

e.g. 9999 XYZ Wireless AL5 Confidential

e.g. 9999 XYZ Wireless AL5 Confidential Part 1 of 2

For an AL Supplement filing:

[Utility Number] [Carrier Name] [AL Number—X] [If Confidential, Indicate
Confidential] [Part X of Y if Submitting Multi-Part Email]

e.g. 9999 XYZ Wireless AL5A

e.g. 9999 XYZ Wireless AL5A Part 1 of 2

e.g. 9999 XYZ Wireless AL5A Confidential

e.g. 9999 XYZ Wireless AL5A Confidential Part 1 of 2

Use the same email subject format if sending via CPUC’s sFTP.

dy

The body of the email must contain a brief summary describing the filing.

Step 4. Submit the Advice Letter (or supplement) filing via email

4.1. Submissi

on

The cut off time to be considered filed the same day as submitted is 5:00 PM Pacific Standard Time
(PST). Advice Letters or supplements submitted after 5:00 PM PST or on a non-business day will be

considered fi
a.
i

b.
i

led the following business day.
For the public version of an AL or supplement filing:

The AL filer or protestor must submit the filing via email to both
TD._PAL@cpuc.ca.gov and to the appropriate service list (emails from the
downloaded Excel file)

For the confidential version of an AL or supplement filing:
The carrier must submit a separate email to TD._PAL@cpuc.ca.gov only.
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ii.  The email must contain the confidential version of the AL or supplement along with
the required confidentiality declaration. The filing must be submitted in accordance
with the confidential document submission process outlined in D.16-08-024.°

4.2. Confirmation

Protesters and carriers will receive an automatic reply from TD._PAL@cpuc.ca.gov confirming the
receipt of the filing.

B. Carrier Protest to Advice Letters and Response Instructions
Step 1. Prepare the letter of protest or reply to a protest and service list

1.1 Letter of protest and reply to a protest
Any person, groups or organization can protest or respond to an advice letter (AL) within 20 days of
the AL’s date of submittal. The grounds for protest are the following:®

a. The utility did not properly serve or give notice of the advice letter.

b. The relief requested in the advice letter would violate statute or Commission order or
is not authorized by statute or Commission order on which the utility relies.

c.  The analysis, calculations, or data in the advice letter contain material errors or
omissions.

d. The relief requested in the advice letter is pending before the Commission in a formal
proceeding.

e. Therelief requested in the advice letter requires consideration in a formal hearing or is
otherwise inappropriate for the advice letter process.

f.  The relief requested in the advice letter is unjust, unreasonable, or discriminatory,
provided that such a protest may not be made where it would require relitigating a
prior order of the Commission.

A utility shall reply to each protest and may reply to any response within five business days after
the end of the protest period. The protestant cannot reply to the utility’s reply.

Step 2. Prepare the service list

2.1. Service list
All protests and replies must be served on the same day on the utility (by the protestants) and on
the protestants (by the utility) respectively. They must also be served on the appropriate service
list. The utility and protestant should use one of the following six service lists available at
https://ia.cpuc.ca.gov/alsl/getlist.aspx:

a. AL for changes in rates, terms and conditions of service, or new service

b. AL for eligible telecommunications carrier designation requests

c. AL for general rate case filings

d. AL for facility construction filings

5 http://docs.cpuc.ca.gov/PublishedDocs/Published/G000/M184/K382/184382359.PDF
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e. AL for negotiated inter connection agreements pursuant to Industry Rule 8.1 and
contracts for tariffed services pursuant to Industry Rule 8.2
f. AL not fitting within the preceding categories
Select the proper list, download and save it in Excel format. Use the Excel file to copy and paste
email addresses into email recipient field.

Convert the downloaded service list to PDF format and save. Include the PDF in the supporting
documents.

Step 3. Ensure documents follow these file naming conventions

3.1. PDF format
a. All protests, responses and replies must be submitted in PDF format.
b.  Exception: If submitting shapefiles or spreadsheets, carrier or protestant should
submit both the shapefile or Excel file and a PDF copy.
3.2. PDF/A compliance
a. PDF/Ais a format that ensures long-term archiving and reproduction of PDF
documents. This ensures that PDF documents are accessible and secure for the long-
term.
b. For Adobe Acrobat, step by step directions on how to achieve PDF/A compliance can
be found here.” For Nitro, directions can be found here.?
3.3. Attachment file name format
a. For aProtest:
i. Combine (in this order) protest and service list into one PDF file.
ii. Name the combined file as:

[Utility Number] [Carrier Name] [AL #] [Protest by]
e.g. 9999 XYZ Wireless AL5 Protest by California Advocates

b. For a Response to Protest:
I.  Combine (in this order) response and service list into one PDF file.
II. Name the combined file as:
[Utility Number] [Carrier Name] [AL #] [Protest Response to] [By]
e.g. 9999 XYZ Wireless AL5 Protest Response to California Advocates by XYZ Wireless
3.4. File size
a. Email size limitations
I. To ensure delivery, CD is limiting the total file size per email to 5 MB.
II. If attachments exceed 5 MB, the protestant must split the attachment into at least
two files and send each file in a separate email. The total size of each email must be
below 5 MB.

7 https://helpx.adobe.com/acrobat/using/pdf-x-pdf-a-pdf.html
8 https://www.gonitro.com/user-guide/pro/article/create-a-pdf-a-file
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lll. If sending a multi-part email Indicate in the email’s subject that it is part of a multi-
part email (see 3.5 below).
b.  When itis not possible to send multi part emails, files will be accepted via sFTP.
I.  Go to secure CPUC’s sFTP site® (see Appendix B).
Il. If account has already been created, log in with credentials.
lll. To set up a new account click ‘Need help signing in?’ and create user profile.
IV. Once signed in, go to the “Mail” option (located on the left pane) and compose the
email. Do not create a new folder, use email option only.
V. Attach your data (drag and drop) to the email.

3.5. Email subject format
a. ForaProtest:
[Utility Number] [Carrier Name] [AL Number] [Protest by] [Protester’s
Name]
e.g. 9999 XYZ Wireless AL5 Protest by California Advocates
b. For a Response to Protest:
[Utility Number] [Carrier Name] [AL Number] [Response to] [Protest by] [Protester’s
Name]
e.g. 9999 XYZ Wireless AL5 Response to Protest by California Advocates
3.6. Email body
The body of the email must contain a brief summary describing the filing.

Step 4. Submit the protest or response to protest via email

4.1. Submission
The cut off time to be considered filed the same day as submitted is 5:00 PM PST. Protests and
responses submitted after 5:00 PM PST or on a non-business day will be considered filed the
following business day.

a. The protester and carrier must submit the filing via email to both TD._PAL@cpuc.ca.gov

and to the appropriate service list (emails from the downloaded Excel file).

b. Protests must also be submitted to the carrier.

c. Responses to protests must also be submitted to the protester.
4.2. Confirmation

Protesters and carriers will receive an automatic reply from TD._PAL@cpuc.ca.gov confirming the
receipt of the filing.
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